
Council Travel Policy
June 7, 2016

RECOMMENDED ACTION:

Council consideration of approval of the City of Flagstaff City Council Travel 
and Miscellaneous Expense Policy. 

Executive Summary:

At the May 3, 2016 city council meeting staff presented a draft of a City of 
Flagstaff City Council Travel and Miscellaneous Expense Policy. Council 
reviewed the policy and recommended staff revise the language in Section 
4.010 Updates as well as provide enforcement language to address disallowed 
expenses. In addition Council requested the City Council travel expenditure 
spreadsheets be posted on the City of Flagstaff website. 

Options and Alternatives:

Continue using the City of Flagstaff employee travel policy. 



Travel Expenditure Spreadsheets Link Now Active 

(Includes List & Individual Council Expenses)

www.flagstaff.az.gov



Section 4.010 Updates

Presented May 3, 2016… 

4.010 Updates to Travel Policy

The City Council Travel and Miscellaneous Expense Policy may be updated 

administratively, without Council action, to conform to changes made to similar 

sections of the City of Flagstaff Employee Travel Policy.  Such updates shall not include 

approval requirements, but may include changes to per-diem rates, advancement 

procedures, and other technical requirements for travel reimbursement. 

Revised June 7, 2016… 

4.010 Updates to Travel Policy

Changes to per-diem rates, mileage, advancement procedures, and other technical 

requirements for travel reimbursement may be updated administratively.  All other 

changes to the City Council Travel and Miscellaneous Expense Policy must be 

approved by the City Council. 



Enforcement Language 
Presented May 3, 2016…

1.010 Introduction
The Flagstaff City Council travel policy is intended to be in full compliance with all Internal Revenue
Service (IRS) guidelines regarding travel. It is the City’s intent to avoid tax liability for the City and its
officers for any travel related reimbursements.

The City of Flagstaff’s policy is to reimburse its councilmembers which, for purposes of this policy
includes all elected officials for City business. The councilmember should be comfortable while
traveling, understand all travel policies, and obtain reimbursement quickly.

This policy is intended to:
•Ensure compliance with state and federal regulations.
•Ensure fairness for both the traveler and the City of Flagstaff.
•Establish guidelines for accounting for councilmembers.

Revised June 7, 2016…

1.010 Introduction
The Flagstaff City Council travel and Miscellaneous Expense Policy is intended to be in full compliance
with all Internal Revenue Service (IRS) guidelines regarding travel. It is the City’s intent to avoid tax
liability for the City and its officers for any travel related reimbursements.

The City of Flagstaff’s policy is to reimburse its councilmembers which, for purposes of this policy
includes all elected officials for City business. If a councilmember submits a request for reimbursement
of an expense and the City’s legal staff determines that the expense is not allowed under this Policy,
then the councilmember is responsible for payment of the expense. The councilmember should be
comfortable while traveling, understand all travel policies, and obtain reimbursement quickly.

This policy is intended to:
•Ensure compliance with state and federal regulations.
•Ensure fairness for both the traveler and the City of Flagstaff.
•Establish guidelines for accounting for councilmembers.


